	P&G Taiwan Invoice instruction


[bookmark: OLE_LINK1]
第一部份：發票細節 (Invoice instruction)

[bookmark: _GoBack]應該如何呈現發票內容? (Invoice content highlight)
· 發票抬頭/統編/地址(Bill to data)
	LE
	統編
GUI tax no
	發票抬頭
Bill to Company Name
	發票地址 (同郵寄地址)
Bill(mailing) to address

	438
	21238199
	Procter & Gamble Taiwan, Ltd.
寶僑家品股份有限公司
	7F, no 106, Xin Yi Road, section 5, 110, Taipei, Taiwan
台北市信義路五段106號7樓

	2355
	54645014
	Procter & Gamble Taiwan Sales Company Limited 
台灣寶潔股份有限公司
	



· 該將發票寄送到哪裡給誰? Where/whom to submit invoice?

· 所有發票 (及其相關文件) 應當直接寄到以下的郵寄地址, 請 勿寄送至其他部門人員,以免發票遺失或付款延遲:
·  Please send invoice (and supporting) directly to below, and don’t send to any other P&G contact to avoid invoice lost or delay payment.
收件人: 寶僑家品股份有限公司			Procter & Gamble Taiwan Ltd.		
財務部應付帳款部 余思穎小姐收 	Attention: Finance Account Payable Ms. Jennifer Yu
住  址: 台北市110信義路五段106號7樓		7F, No, 106, Xin Yi Rd, section 5, 110,Taipei, Taiwan
			or
收件人: 台灣寶潔股份有限公司			Procter & Gamble Taiwan Sales Company Limited
財務部應付帳款部 余思穎小姐收	            Attention: Finance Account Payable Ms. Jennifer Yu
住   址: 台北市110信義路五段106號7樓		7F, No, 106, Xin Yi Rd, section 5, 110,Taipei, Taiwan



· 重要的發票細節 To ensure timely process your payment, pls ensure invoice meet as below request:
為確保能夠準時付款，供應商或廠商應當提供完整的發票，必須含有所有適當的內容以完成順利的作業程序：

· 有採購訂單(PURCHASE ORDERS)的請款型式，必須依以下條件提供必要之單據: (With PURCHASE ORDERS)

· 您的公司名稱, 地址, 等等…Your company name/ address/ contact detail (contact person /tel / fax
	 / email...)
· 你的發票號碼 Invoice reference number
· P&G公司名/發票地址/統編: Correct P&G bill to data (data as above mentioned)
· 發起人/P&G 聯絡人名字/ 姓/ 所屬部門 P&G contact name/ department
· 採購訂單號碼 (Purchase Order (PO) number)
· 簽收單號碼 (Goods Receipt (GR) number)
· 金額 – 必須完全與採購訂單(PO)上的金額相同。為避免付款的延遲發生，所有不符合的內容都要在開發票之前先與採購聯絡並解決 (例如: 適當的去修正採購發票)。Invoice Amount should be same as PO to avoid delay payment.
· 數量 – 在發票上的數量不能超過採購訂單(PO)上的數量。所有不符合的內容都要在開發票之前先與採購聯絡並解決 (例如: 適當的去修正採購訂單)。Invoice Quantity should be same as PO also. Contact buyer/ CPO if issues.
· 總額為特定的貨幣。原則上，發票的貨幣必須符合採購訂單 (PO)所約定的貨幣。Invoice currency should be same as PO.
· 若採購單有兩項以上品項, 發票內容應依採購單之收貨品項明列清楚以利入帳. If there are more than 2 above line items in one PO, then clear advice on invoice allocation to each PO line item in invoice is needed to ensure correct post and payment.
· 寄出發票時請一併附上一份採購訂單 (PO) 的影本及適當收貨憑證。PO copy attached with invoice, and appropriate supporting attached if any
                   
· 沒有採購訂單(PURCHASE ORDERS) 請款型式: Without PURCHASE ORDERS

· 請在第一次交易時，與您的採購聯繫以確保貴公司已在我們系統上註冊完成。未成功註冊以前，我們無法進行任何發票的程序。  Please ensure your Vendor code/ data is set up in our payment system. We can’t kick off payment process without vendor data set up.
· 您的公司名稱, 地址, 等等…Your company name/ address/ contact detail (contact person /tel / fax
	 / email...)
· 你的發票號碼 Invoice reference number
· P&G正確的公司名稱,統編及地址。Correct P&G Bill to data (company name/ address)
· 在發票備註欄載明P&G 聯絡人姓名/ 所屬部門 P&G contact name/ department (originator of this request or budget owner that pay your invoice)
· 提供貴公司聯絡窗口之完整姓名及所屬部門,電話, email。Provide your company beneficiary name/ address/ tel / fax / contact person /email / bank account details
· 發票上需標註交易說明 (提供之服務，售出的貨品，償還或退款) Nature of the invoice (goods or service provided, rebate or discount...)
· 發票依統一發票規定載明產品/數量/單價/金額/幣別 Invoice provide detailed quantity/unit price/amount/ currency
· 發票載明含稅與否, 若有就源扣繳稅額, 亦應明列淨額/稅額/總額. Invoice has to advice include vat/ withholding tax or not, show up the net amount, vat or withholding tax amt and total amount
· 附上相關文件 (諸如但不限制是報價單,合約及活動或收貨證明) 可有效證明寄出發票的帳款與當初約定相同。Proper supporting (quotation/ contract/ evidence of goods or service provided receipt)

** 在所有的資料都正確且完整之後，發票才會被處理。為解決發票問題，財務部應付帳款部會主動知會供應商。Correctly and completed invoices will be process only. Issue invoice will be return back to you.                 

注意: Special Noted:
· 台灣廠商發票與採購單小計或總金額不可有小數點. TW Local vendor’s invoice/ PO amount can’t with decimal.
· 若您是有採購訂單為請款基準的廠商，請隨時確認您所有的交易皆有採購訂單。若您遇到任何員工直接向您訂購而沒有採購訂單 (PO), 請告知本公司之採購。您不應該在收到採購訂單之前開始進行任何的生產動作。If you are with Purchase Order vendor, you can’t provide your goods/ service without a signed Purchase Order. If any P&G employee request to you and without placing a Purchase Order, then raise to your P&G buyer.
 

· 若有關發票收到/付款與否的問題，該與誰聯絡? Who to contact for invoice received /when to pay?


· 一般發票收到與否/何時付款問題可以直接與下列人員聯絡：  

1. Click Chat with us! or visit Supplier Portal

2. 2st contact : Ms. Jennifer Yu : jennifer.yu@pg.com Tel : 電話 : + 886-2- 26524885	
		               
3. P&G TW AP team : cheng.ca@pg.com  Tel : 電話 :  886-2-87220988


· 當您遇上問題時，請確定您手上持有相關重要資料(廠商名稱，發票號碼，發票金額，採購訂單號碼,
 送/收貨號碼，送/收資料給P&G公司財務部應付帳款部的日期
· 付款到期日＝P&G收到完整無誤發票日＋貴公司付款期限，而非發票開立日＋付款期限





第二部份: 採購訂單(Purchase Order) 樣式 – Sample of Purchase Order
[image: SKII RPK PO]2355
請確保發票上的名稱與郵寄地址與採購訂單一致
採購訂單上的PO號碼470/4501377927/2140
(需註明在發票上)
廠商簽名確認

付款條件
供應商名稱及地址


Updated as of Apr 2020


第三部份: 發票樣式  Sample of Invoice

· 需要採購訂單PURCHASE ORDER請款的發票 (with Purchase Order)

LE438:
[image: ]註明
1) 在採購訂單上的PO號碼 (PO no) 470/4501377927/2140; 
2) 收貨人給的GR收貨號碼 GR# 5002752836
(GR no)
3) PO line item , description,  Q ,Price
依採購單方式列明品項/品名/數量/單價


發票抬頭及統編




LE2355:

[image: ]依據採購單明細列明項目/品名.數量/單價









Invoice has match with PO line items and details:

[image: ]


· 不需採購訂單NON-PURCHASE ORDER 請款的發票 (Without Purchase Order)

LE438:
[image: ]註明
1) 寶潔聯絡人originator’s  name
2) 所屬部門
Which department 


發票抬頭及統編








LE2355:

[image: ]




· Foreign Vendors:
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Procter&Gamble

Procter & Gamble Export Operations, SARL Taiwan Branch
7F, 106, Xin YiRd., Sec. §
Taipei 110, TAIWAN

EEFAMEAERATAEN AT Pu order -
PRI 8 3 R PR TR 108 T 82T PRESSEESERE
105 &L Purchase Order number
470 / 4501387962 / 2140
Date
04/15/2009
Contact person/Telephone
Ingrid Liu / +886-2-87220858
Email Addrs

liu. in@pg. com
Qur fax number

+886—2-87869089

% p " Vendor fax
‘our vendor number with us
15141283 (886) 3 3110020
Please deliver to:
Company
TAIWAN GO-PG DSTRIBUTNG TAIWAN
7F,NO. 106, XIN Y| ROAD SEC. 5 Delivery date: 06/30/2009
TAIPEI
Terms of payt.: 30 DAYS DUE NET Currency TWD
Item Material Description

Order quantity Unit Price per unit Net value
00020 SKI1 090305 BSA R82122229

898. 000 Each 4.82 4, 328. 36

Reference PR # 1171786637
Deliver to: PoHua Hsu Location: Building:

Account: 33269999 Order: 4700048457 100. 0%

This is to get your confirmation of receiving this Purchase Order.Please fax back to us with received
date and your signature.

Authorised Buyer Al Vendor Date

oY B PAGE 1/ 2
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Invoice Format

t

PO Format
Iter Material Description
Order quantity nit Price per unit Net vilue
00010 PAM L

50, 000. 000 Each
Reference PR # 1172165405

Pamsors Latoes — Polybag
Guotstions NIL

Dl ivery dato : 4 Dac 09
Additicnal infornation
Pampors LG3pes — Polybag
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Foreign vendor  Invoice sample


Foreign vendor Invoice sample.pptm
1

















Invoicing P&G made easy!


SAMPLE INVOICE

Perfect Invoice Company

123 Street xyz

Berlin D-12345





VAT No.: AA12345678

INVOICE NO: 123456

DATE: 

February 27, 2004

To:

Ship To:

< Procter & Gamble Company Name >

< Street Name >

< Postal Box Number >

< City >

< Country >



< Procter & Gamble Company Name >

< Street Name >

< City >

< Country >

Delivery Note 

P.O. NUMBER

DATE SHIPPED

SHIPPED VIA

PAYMENT TERMS







887474

5600000111

06/01/2004

X TRUCKING

FOB - destination

45 Days 



























P.O. ITEM #

QUANTITY

DESCRIPTION

UNIT PRICE

AMOUNT

20

1000 KG.

15123050 - RAW MATERIAL Z

     €10 / KG.

   EUR 10,000.00

40

500 EA.

42275805 - CORRUGATED BOXES

 € 0.10 EA.

EUR 50.00





50

30,000 EA.

42280333 - LABELS

 € 0.50 EA.

   EUR 15,000.00



















SUB-TOTAL

   

EUR 25,550.00

  



Invoice Notes: Contact at P&G: J. Frantz (frantz.j@pg.com)

  

Make all payments to: 

Perfect Invoice Co.

Postfach 499

Berlin, D-12345

Bank Name: XXXXXXX

Bank Account: XXXXXX

IBAN Code: XXXXXX



































VAT No.: <e.g. 123456789>

1 EA.

Setup Costs

 € 500 EA.

   EUR 500.00



VAT RATE: 0%

VAT AMOUNT

TOTAL





EUR 0.00

EUR 25,550.00

Our Contact: J. Doe (j.doe@pic.com)











1 Page Reference Guide – Purchase Order Based































Your invoice Number

P&G Receiving Site

And Invoice Date

P&G Purchase order Number/Scheduling Agreement Number

Agreed Payment Term

Description/Quantity incl.

Banking Details Incl. IBAN/Swift

And Your VAT Number



Your company name and address





Fiscal Representative ) 

 

 

Invoicing Address (P&G 

 



Delivery Note Number and Delivery Date

P&G Material/Product Number



Your Contact Name

and P&G Contact

Unit Price

**SAMPLE ADDRESS ONLY**

And VAT Code.  

 

 

**NB** Each P&G site /

 

 

Company will have a 

 

 

See below for how to

 

 

Unique invoice address

 

Find this out. **(1)

 

 

** (1) To ensure you use the correct P&G invoice address either use the company name/address

 

on the purchase order provided or check our supplier information site – www.pgsupplier.com



Invoice Total (including VAT)

VAT Rate/Amount and 

For cases when P&G have faxed you a Purchase Order. 





PO Line

Item Number

(including email)











Make all payments to: 

Perfect Invoice Co.

Postfach 499

Berlin, D-12345

Bank Name: XXXXXXX

Bank Account: XXXXXX

IBAN Code: XXXXXX



2









Invoicing P&G made easy!




SAMPLE INVOICE

Perfect Invoice Company

123 Hauptstrasse

Berlin, D-12345





VAT No.: DE12345678

INVOICE NO: 123456

DATE: 

February 27, 2004

Ship To:

PROJECT DESCRIPTION

P&G Approver

Shipping Date

SHIPPED VIA





887474

Joe Smith 

06/01/2004

X TRUCKING

FOB - destination















 

QUANTITY

DESCRIPTION

UNIT PRICE

AMOUNT

   

  

   

   

   





  





























1 EA.

Freight Costs

   USD 500.00 EA.

   USD 500.00

USD 625.00











1 Page Reference Guide – Non - Purchase Order Based















PAYMENT TERMS



45 Days











SUB-TOTAL

   

USD 500.00

  





WHT RATE: 20%

WHT AMOUNT

TOTAL





USD 125.00







Your invoice Number

P&G Receiving Site

And Invoice Date



Description of Service/Goods 



Banking Details Incl. IBAN/Swift

And Your VAT Number



Your company name and address













Shipping/Service Number and Date



Unit Price







887474













Fiscal Representative ) 

 

 

Company will have a 

 

 

See below for how to

 

 

Invoicing Address (P&G 

 

And VAT Code.  

 

 

**NB** Each P&G site /

 

 

Unique invoice address

 

Find this out. **(1)

 

 

To:

VAT No.: <e.g. 123456789>

**SAMPLE ADDRESS ONLY**

< Procter & Gamble Company Name >

< Street Name >

< Postal Box Number >

< City >

< Country >

on the purchase order provided or check our supplier information site – www.pgsupplier.com

** (1) To ensure you use the correct P&G invoice address either use the company name/address

 



Invoice Total (including WHT)

WHT Rate/Amount and 

< Procter & Gamble Company Name >

< Street Name >

< City >

< Country >

For cases when you do NOT have a P&G Purchase Order. 















Invoice Notes: Contact at P&G: J. Smith (Smith.j@pg.com)

Our Contact: J. Doe (j.doe@pic.com)



Your Contact Name

and P&G Contact

(including email)





P&G Approver Name

500/0.8-500=125
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‘Say HKD: Eight thousand three hundred nd twenty-one dollar ity nine cents. .

Check made payabl t Guangzhou Bamboo Design Co. L.
Orby iectvanator o

‘Account Nare: Guangeho Bamioo Design G, L

Acsount Numoar. S02062T1SZ00073642

Bark Nara:Industis and Commarca Bak o Chin, Guangehou Kefyan Sub-Branca
Wi Cade. ICBKCNBIGOS.

Bank Addres: 1 2nd oo, ok AB, gl Cour, No.550-20. Tisnhebei R, Gusngztou
26 Code 510620
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[Project Information

P&G Vendor#: 75300555

Contract Ref.: PP-HL-BBAW-2009

P&G ePADEx No.:
P&G GBU_Brand:
Project Nam
Project Description:
Project Period:

P-000000
BC_Pampers
TW Pampers pegasus pants shipper

2000/07/25 to 2009/08/14

Process: PADEx  AP: Tonny Zhong
Market: ™w ABM:  Lily Zhang

4

3

Payment covered by:









